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Address
: 141, Ahuranagar, Opp. Bhulka Bhavan School, Adajan Road, Surat – 395009.

Contact
: (Cell) +91 93769 63839  (R) 0261 – 2782529

E-Mail

: kunjan.desai@relianceada.com 



: kunjan_sai@yahoo.com
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In quest of assignments in the field of Stock Accounting, Finance & Accounts and Relationship Management with the leading organizations. 

· Overall an incisive professional with 15 years of qualitative & result oriented experience in Stock Accounting, Finance & Accounts and Relationship Management.

· Presently associated with
Reliance Communications, Surat. (Working in SAP).

CAREER FEATURES

[image: image3.png]



Since November 2007 with Reliance Communication, South Gujarat (Commercial) 

As a Officer. ( Working in SAP provide by the company ).

Chief Responsibilities:

	1
	Inventory Management
	
	Request for provisioning of inventory - Preparation of stock transfer order - Receipt of stock and 

Preparation of goods receipt notes - Maintenance of Stock Register - Timely issue and dispatch 

of inventory.
	Quarterly
	40
	100
	%

	1.1
	Billing of Distributors / RWS.
	
	Receiving invoicing request from distributors and Web Worlds - Accounting of Cheques / DDs – 

Generation of PIS and banking - Preparation of sales order - invoicing and dispatch of inventory

 within 24 hours - Activation of coupons - Adherence to commercial process of invoicing.
	Quarterly
	25
	100
	%

	1.2
	Inventory Control and Reconciliation 
	
	Inventory verification in month end and uploading in SAP - inventory reconciliation - Commercial 

process adherence of inventory management - Co - ordination with warehouse for new 

Handsets & RCVs
	Quarterly
	15
	100
	%

	2
	Distributors Account Management
	
	Management of Distributors account in SAP - Closing open items In Prepaid Distributors account – 

Prepaid Distributors account reconciliation - Co - ordination with distributors - Checking credit 

limit of distributors.
	Quarterly
	15
	100
	%

	2.1
	MIS
	
	Preparation of inventory MIS Sales MIS Prepaid business related MIS.
	
	
	
	


· .

Jan. 1997 –Nov. 2007 with Shree Swami Atmanand Saraswati Ayurvedic Sahkari Pharmacy Ltd.  Surat.

As Assistant Accountant

· Proficiency in various areas of Finance & Accounting such as Treasury, Accounts Payable, General Ledger, Accounts Receivable, Inventory and Fixed Assets. 

· Spearheading Accounts & Finance, Auditing & Taxation, MIS etc.

· Possess strong analytical and organizational abilities with adeptness in formulating accounting systems, preparing accounting records, financial statements.

· An effective communicator with exceptional relationship management skills with ability to relate to people at any level of business.

AREAS OF EXPERTISE 
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Accounts & Finance

· Designing and implementing systems & procedures; preparation of financial statements including Segment Reporting and Profitability Reports in accordance with management requirement.

· Checking data, maintaining and scrutinizing statutory books of accounts viz, journal, ledger, cash / bank book and subsidiaries in compliance with time & accuracy norms. 

· Liable for creditors / vendor scrutiny at the company level.

Stock Accounting

· Managing sales and purchase accounting function, preparing debtor and creditor reconciliation statements.

· Preparing necessary records to track the inward/ outward movement of goods; conducting stock reconciliation at branches, Inter-company accounts and other rechargeable accounts.

· Liaising with third party physical stock take team in month end physical count and also in perpetual stock take & generating order for timely procurement of materials.

· Monitoring purchase provision & purchase variance report & preparing necessary records to track the inward / outward movement of goods.

· Conducting routine inspection to ensure reconciliation of physical stock at the warehouse & preparing monthly & yearly stock valuation statement.

Documentation / MIS

· Liable for detailed MIS notes for Accounts, being part of the Annual Report of the Company.

· Coordinating, compiling and printing of the Annual report of the Company.

· Responsible for monthly & quarterly variance reports with respect to budgeted and actual overheads.

· Preparation of minutes of all board meting of the company.

Customer Relationship Management

· Ensuring customer satisfaction by achieving delivery of service quality norms.

· Strategizing policies & procedures in the operating systems to achieve greater customer delight.

· Reviewing & interpreting the market trends/ client feedback to attune the business strategies as per the guest requirements & expectations. 

TECHNICAL SKILLS

Operating Systems 
: Windows-XP, MS Office, Tally.

Accounting Software 
: SAP R/3 Module (Provide by Co.), 

EDUCATION

Bachelors in Commerce 

South Gujarat University, Surat in 1994.

PERSONAL DOSSIER

Date of Birth            
: 8th Jan, 1974  

Languages Known 
: Hindi, Gujarati and English.
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